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Fiscal Year 2010/2011

Department Presentation by

HUMAN RESOURCES



Ao

City Council
Item No.

CALEKICD
” CITY COUNCIL
OF THE CITY OF CALEXICO
FACT SHEET

Human Resources "September 7, 2010

Department Requested Date

1. Request:
Information Only/
City Council approval ]:I Presentation

X]
Other (specify} |:| Hearing I_—_:l

2. Requested Action:
Presentation on Human Resources/Risk Management Department

3.
Decrease D Amount:
Cost: Increase [_] Source:
Decrease [_| Amount:
Does Not Apply[X] Unknown at this time
4, Reviewed By:
Finance Dept. on By:
Comments:
City Attorney on By:
Comments:

Note: Back up must be submitted along with this form. Deadfine Is 5:00 p.m., 2 Fridays before the scheduled meeting date.

CITY COUNCIL DATE:

Action
Consent
Hearing

Reviewed by: City Clerk
Date

L0

Filing ]
Presentation [____I
Other(specify) D

City Manager
Date




CITY COUNCIL
AGENDA REPORT

SUBJECT: Human Resources/Risk Management Department Presentation
AGENDA DATE: September 7,2010

PREPARED BY: Rosalind Guerrero, Human Resources/Risk Management Di

APPROVED FOR AGENDA BY: Victor Carrillo, City Manager
RECOMMENDATION: Hold presentation

FISCAL IMPACT: Not applicable

BACKGROUND INFORMATION: (Prior action/information)

The Human Resources/Risk Management Department is an administrative office of the
City of Calexico providing services to employees, retirees, and the public. The Human
Resources Department is funded by the general fund and by indirect costs charged to the
Enterprise Departments. There are no grants available to the HR/Risk Management
department.

Prior to fiscal year 2010-2011 the position of the HR/Risk Management Director was
vacant until recently filled by the transfer of a full time tenured employee. The expenses
reflected in the Administrative budget show an increase in salaries and benefits due to the
filling of the position.

The HR/Risk Management department is staffed by three (3) people and provide services
to approximately 222 city staff and retirees. Administrative responsibilities include the
managing of the various contracts for the city’s benefits broker and health insurance third
party administrator. General liability items such as providing quotes for special event
insurance and most recently working with the insurance adjuster to evaluate damages to
be covered by the earthquake insurance coverage. Managing of the city’s workers
compensation claims is a goal of this department to work with employees to reduce injury
claims.

The HR/Risk Management office serves as a support department for other city
departments. Administration of the Memorandum of Agreements (MOU’s) with the five
(5) bargaining groups and interpretation of the Rules and Regulations is a daily task.

Attachments: Job Descriptions
Presentation

Agenda Item No.

Page Of




Job Descriptions



CITY OF CALEXICO
CLASS TITLE: HUMAN RESOURCES/RISK MANAGEMENT DIRECTOR

BASIC FUNCTION:

Under direction of the City Manager, plan, organize, control and direct the City’s comprehensive
centralized Human Resources, Employee-Employer Relations, and Risk Management programs;
serve as technical consultant and advisor to executives, management, and employees; monitor and
assure compliance with State and federal legislation, regulations, City policies, and Memorandum of
Understanding related to assigned programs; supervise and evaluate the performance of assigned
personnel.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:
Plan, organize, control and direct the activities, services and operations of the Department; allocate
personnel and resources to optimize departmental efficiency and effectiveness.

Plan, organize and administer the comprehensive human resource program including recruitment,
selection, placement, training, evaluation, benefits, classification and compensation, and
organizational development.

Provide technical expertise to the City Council and City administrators regarding management,
organization and human resources issues, problems and concerns; analyze technical data and prepare
recommendations to improve systems and procedures,

Administer the employee-employer relations program, direct and oversee grievance and appeals
procedures; counsel employees, supervisors and administrators regarding discipline, complaints,
human resource practices and working conditions. :

Meet and confer with bargaining units; participate in labor negotiations; resolve disputes concerning
the interpretation of Memorandum of Understanding, personnel policies and rules.

Assure compliance with a variety of laws, codes, regulations and judicial directives related to
employment, insurance and loss control; identify areas of non-compliance and initiate corrective

action.

Supervise and evaluate the performance of assigned personnel; interview, select, counsel and
discipline staff as appropriate.

Communicate with City administrators, insurance carriers, State and federal agencies, attorneys and
others regarding human resources, risk management and employee-employer relations programs.

October 2006
Ewing Consulting Services



Human Resources/Risk Management Director Page 2

Direct the activities of the insurance and loss control programs including worker’s compensation,
property damage and employee insurance.

Serve as the Privacy Officer for the City; assure confidentiality of confidential patient health care
information; develop and implement policies and procedures related to confidential patient health
care information; coordinate activities to limit the incidental use of protected health care information;
document, investigate and respond to patient complaints regarding confidential health care
information.

Determine employee training and development needs and coordinate personnel training and
employee education programs.

Prepare, develop and control the annual departmental budget; approve and authorize expenditures in
accordance with budgetary limitations and established City policies.

Maintain City-wide classification system to accurately describe the duties and employment standards
for each position; direct and participate in salary surveys and analytical studies related to
classification and compensation; conduct job analysis for reclassification requests.

Monitor and oversee recruitment, selection and evaluation procedures; assure consistency, fairness
and compliance with established City policies; act as the City’s Equal Employment
Opportunity/Affirmative Action Officer and administer the City’s affirmative action plan; investigate
grievances involving City employees.

Communicate with administrators, personnel and outside organizations to exchange information,
coordinate activities and programs and resolve issues or concerns.

Operate a variety of office equipment including a computer and assigned software; drive a vehicle to
conduct work,

Direct the preparation of centralized human resource records and files; prepare narrative, statistical
and oral reports for the City Council and regulatory agencies.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Administration of comprehensive human resource program in a large public sector organization.
Principles of managerial analysis and organizational design.

Principles, practices, methods and terminology used in public human resource administration.
Insurance policies, laws and settlement procedures.

State and federal laws, codes and regulations concerning human resource administration including
equal employment opportunity and affirmative action.

Principles, techniques and methods of recruitment, selection, training, classification and
compensation.

October 2006

Ewing Consulting Services



Human Resources/Risk Management Director Page 3

Loss control techniques and self-funding insurance programs.
Principles and techniques of labor relations.

Oral and written communication skills.

Correct English usage, grammar, spelting, punctuation and vocabulary.
Operation of a computer and assigned software.

Public speaking techniques.

Interpersonal skills using tact, patience and courtesy,

Principles and practices of administration, supervision and training.
Budget preparation and control.

ABILITY TO:

Manage, direct, plan, organize, coordinate, and evaluate personnel operations, programs, functions
and activities.

Research, analyze, review and interpret personnel laws, regulations, contracts, rules and court
decisions.

Assure compliance with applicable laws, codes and regulations.

Formulate, develop and implement accident and liability prevention programs.

Interpret, apply and explain rules, regulations, policies and procedures.-

Communicate effectively both orally and in writing.

Train, supervise and evaluate the performance of assigned personnel.

Prepare and deliver oral presentations.

Establish and maintain effective relationships with others.

Alttend evening meetings.

QObserve health and safety rules and regulations.

Analyze situations accurately and adopt an effective course of action.

Plan and organize work.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelors degree in human resources, business or public
“administration or related field and five years of increasingly responsible experience in human
resources, risk management and labor relations including two years of supervisory experience.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver’s license.

WORKING CONDITIONS:
ENVIRONMENT:

Office environment;
Driving a vehicle to conduct work.

October 2006
Ewing Consulting Services



Human Resources/Risk Management Director Page 4

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.
Hearing and speaking to exchange information.

Seeing to read a variety of materials and inspect work in progress.
Reaching to obtain files.

Standing and sitting for extended periods.

October 2006
Ewing Consulting Services



City of Calexico

Human Resources
&

Risk Management Department

City Council :
]

i
City Manager:
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HR/Risk 1}
Management
Director ;
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) 3
HR Techniciajl { HR Techniciaé

J

HR/Risk Management Staff

“You can get capital and erect
buildings, but it takes people to build a
business.”

-Thomas J. Watson, Founder, IBM




To provide centralized personnel
and risk management services
that will enhance our employee’s
professional and personal growth
and will promote a
healthy, productive
work environment

Mission Statement

Recruitment 3\

,’f Employee )
/ benefits 5
j,’%‘}& Policies ,,ff"‘-_
Y General
7 Liability 7
/,.. Risk j_f .
) Managementf‘ / 5
/ i A
/ Training &
7 Labar / Development
/ Relations / !
/ Health & / Piﬁo;g?s?;lge X
7 Safety / PP )

N
hY

7
3/




« Job analysis/job descriptions

¢ Recruitment/selection/employment
» Employment contracts

e Work Force reductions

e Personnel Commission

Administrative Functions

* Health Insurance coverage
o Active
o Retirees

o« MOU negotiated benefits
° Educational incentive pay
o Special assignment

¢« Administration of provider contracts

e State and Federal Regulations
o COBRA, FMLA, HIPAA

Employee Benefits Programs




e Claims against the city
o Special Event Insurance

* Property damage insurance
> Real Property schedule
e Vehicle schedule

s Policies
° Volunteer Handbook
> Faclility inspections to identify hazardous conditions
> Development of a formal sidewalk inspection
program

General Liability

» Workers Compensation
 Safety awareness/training
- Required reporting of employee injuries

» Safety committee
e [llness & Injury Prevention Plan
 Policies

o Drug Free Workpiace

Risk Management




e California Joint Powers Insurance
Authority

» Liebert, Cassidy, Whitmore Consortium
» AB 1234 - Ethics

e AB 1825 - Harassment

Training & Development

p-

» Appraisal forms

« Compensation
> Merit increases (payroll documentation)
> Salary compensation studies

Performance Appraisals




e Workplace labor laws
e Collective bargaining
» Grievances

e Memorandum of Understanding (MOU’s)
5 represented groups
° 2 unrepresented

Labor Relations

e Policies
> Assist city departments in developing policies
as recommended by the CAIPIA

o« OSHA

> Record keeping of injuries/deaths caused by
workplace accidents

Health & Safety




Human Resources Administration

300,000
250,000
Eam——
200,000 1+—
150,000 +4——
100,000 +—
50,000 +—
] [ ] — ]
FY 2007-08 | FY 2008-09 | FY 2009-19 FY 2010-2011
Actual Recommended
Actual Recommended

FY 2007-08

Salaries/benefits

216,984

191,454

FY 2008-03 FY 2008-10

122,762

FY 2010-2011

248,184

DO Salaries/benefits
D Operating expenses

Operating expenses 30,364 31,827 14,712 32,474
Actual Actual Actual Proposed

Salaries & |FY 2007-08 |FY 2008-09 {FY 2009-10 |{FY 2010-11
Benefits
Full time 155,480 145,379 96,345 189,602
Reg. Hrs. PT
Other 219
earnings’
Retirement 12,259 10,455 9,029 19,222
GASI 26,409 19,931 7,064 14,505
Group Ins. 22,030 14,755 9,074 23,019
w/C 84 350 308 607
Ul 462 948
Life Ins. 371 243 230 281
Wellness 351 341 31 0

Sub-total 216,984 191,454 122,762 248,184




Actual Actual Actual Proposed
Operating |FY 2007-08 |FY 2008-09 |FY 2009-10 |FY 201i0-11
Expenses
Telephone 1,188 1,158 1,087 1,200
Electricity 1,665 1,841 2,407 2,328
Bldg. main. 1,184 1,184 1,190 1,300
Off. Equip, 27 0 0 0
Off. Exp. 2,539 1,814 1,441 2,000
Ins. Surety 8,685 9,856 4,978 9,896
Advertising 932 127 o] 0
Commuicati 710 682 98 600
ons
Postage 255 a5 431 500

(

Actual Actual Actual Proposed
Operating |FY 2007-08 |FY 2008-09 |FY 2009-10 |FY 2010-11
Expenses
Contracts 3,864 4,129 609 2,500
Rents 289 292 272 300
I. T. service 2,926 3,521 1,103 2,700
User Lic. 1,446 626 859 1,500
Travel/Conf 4,328 650 222 1,000
Empl exams 0 15 15 150
Advertising 0 0 8] 500
Membership 346 5,837 5,807 6000
/dues

Sub-total 30,384 31,827 14,712 32,474




Actual Actual Actual Proposed
FY 2007-08 |FY 2008-09 |FY 2009-10 |FY 2010-11
Salaries & 216,984 191,454 122,762 248,184
Benefits
Operating 30,384 31,827 14,712 32,474
Expenses
Total 247,368 223,281 137,474 280,658
Ty
Medical Insurance Expenses
3,000,000
A
2,500,000
(/ \)\_0
2,000,000
1,500,000
—O=EXpenses
1,000,000
500,000
FY 2007-08 FY 2008-09 FY 2009-10 FY 2010-2011
Actual Actual Actual Recemmended
Actual Actual Actual Becominended
FY 2007-08  FY 2008-D9  FY2009-10 FY 20192011

Expenses 2,267,827 2,695,697 2,308,555

2,130,500
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Workers Compensation Insurance

800,000
700,000 . e
600,000 \,/
500,000
400,000
300,000 =o=Expanses
200,000
100,000
FY 2007-08 Fr 2008-09% FY 2009-10 FY 201Q—2011
Actual Actual Actual Recommended
Actual Actual Actual Recommended
FY 2007-08B  FY 2008-09 FY2009-10 FY 2010-2011
Expenses 666,239 704,823 545,231 727,679
Unemployment Insurance
120,000
100,000 /))
80,000 /
450,000
—o—Expenses
i et /
40,000 o— \/
20,000

FY 2007-08 FY 2008-09 FY 2009-10 FY 2010-2011
Actual Actual Actual Recemmended
Actuat Actual fctus! Recommended

FY 2007-08 FY 2008-09 FY2009-10  FY 2010-2011

Expenses 37,467 42,547 30,843 106,070
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General Liability/Property/Vehicle
Insurance
880,000

860,000 i

840,000 /
820,000 Lo, /
800,000 // \‘v/

780,000

_/ ~o=Expenses
760,000 g
740,000
720,000
700,600
FY 2007-08 FY 2008-09 F¥ 2009-10 FY 2010-2011
Actual Actual Actual Recommended

Actual Actual Acual  Recommended

FY2007-08 ¥Y2008-09 FY2003-10  §Y 2010-2011

Expenses 757,332 824,925 796,964 858,623
\
-
—
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CITY OF CALEXICO
CLASS TITLE: HUMAN RESOURCES/RISK MANAGEMENT TECHNICIAN

BASIC FUNCTION:

Under the direction of the Human Resources/Risk Management Director, perform a variety of
specialized human resources duties in support of the City’s employment process and risk
management program; assist the Human Resources/Risk Management Director in the coordination of
the daily operations of the Human Resources department; provide information and assistance to
applicants and employees.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Perform a variety of specialized human resources duties in support of the City’s employment process
and risk management program; assure compliance with applicable laws, codes, rules and regulations;
assist administrative staff with comprehensive human resources activities and programs; maintain
confidentiality of sensitive and privileged information.

Provide detailed and technical information regarding employment rules, policies and regulations to
current and potential employees; assist employees with questions or problems; answer inquiries
concerning hiring procedures, salary and benefit questions and other human resources issues.

Prepare vacancy announcements and distribute according to established procedures; place ads in
appropriate publications or recruitment sources; process advertising requisitions.

Receive and screen applications; contact applicants to schedule interviews; set up and monitor oral
interviews; update interview questions and assure compliance with applicable laws and regulations;
calculate interview scores of applicants,

Notify candidates and appropriate City staff of hiring and rejection decisions; schedule processing
appointments; process new hires; prepare hiring packets; process forms to complete employment,
termination and payroll processes for employees.

Receive and review job injury reports; submit reports to appropriate parties for processing;
communicate with adjustors, doctors and administrators regarding disability status of injured
employees; maintain related files and documentation.

Establish and maintain a variety of personnel files and records according to established procedures,
policies, rules and regulations; maintain job recruitment folders, applicant forms and test
information; prepare verifications of employment and change of status for payroll action.

Receive and review payroll changes for accuracy; assure employees are being paid at the correct
salary and verify deductions.
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Human Resources/Risk Management Technician - Continued Page 2

Research and compile a variety of information; prepare information for various federal, State and
City reports.

Issue invoices to retired employees; respond to inquiries from employees regarding medical claims;
communicate with insurance administrators; maintain employee medical files.

Monitor special events liability program; assure proper documentation is submitted to appropriate
parties for processing.

Operate a variety of office equipment including a copier, fax machine, typewriter and a computer and
assigned software.

Train and provide work direction to assigned staff,

OTHER DUTIES:
Attend a variety of meetings as directed; take minutes and prepare agendas as assigned by the

position.
Perform related duties as assigned.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Operations, policies and objectives relating to human resources management.
Principles, techniques and processes of recruitment, selection and testing.
Applicable laws, codes, rules and regulations governing assigned human resources functions.
Report preparation techniques.

Correct English usage, grammar, punctuation and spelling.

Interpersonal skills including tact, patience and courtesy.

Oral and written communication skills.

Record management techniques.

City organization, operations and policies.

Operation of a computer and assigned software.

Modern office practices, procedures and equipment.

Principles of training and providing work direction.

Telephone techniques and etiquette.

ABILITY TO:

Perform a variety of specialized human resources duties in support of the City’s employment
process and risk management program,

Administer the employment process including employment application screening and processing
other human resources-related documents.

Develop appropriate and content-valid testing materials.

Prepare and analyze job descriptions in a variety of occupational fields.

Interpret, apply and explain laws, codes, rules and regulations related to human resources.
Establish and maintain cooperative and effective working relationships with others.

October 2006
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Human Resources/Risk Management Technician - Continued Page 3

Plan and organize work.

Compile and verify data and prepare reports.

Meet schedules and time lines.

Work independently with little direction.

Operate a variety of office equipment including a computer and assigned software.
Communicate effectively both orally and in writing.

Understand and resolve issues, complaints or problems.

Work confidentially with discretion.

Analyze situations accurately and determine appropriate course of action.
Train and provide work direction to assigned personnel.

Type or input data at 40 words per minute from clear copy.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: graduation from high school supplemented by college-level course
work in business, human resources or a related field and three years of human resources experience
involving recruitment, selection, examination, position classification, compensation and/or labor
relations.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.

Hearing and speaking to exchange information in person or on the telephone.
Sitting for extended periods of time.

Seeing to read a varicty of materials.

Bending at the waist, kneeling or crouching to file materials.

HAZARDS:
Potential for contact with dissatisfied or abusive individuals.
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